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ESTABLISH DISPOSITION  STANDARD;^ 
RECORD WILL CONTINUE TO ACCUMULATE. 

DTSPO.SE O F  PR-ESENT.'ACCUMULATION; 
NO FURTHER ACCUMULATION ANTICIPATED. 

8. Earliest & Latest 9 .  Exack Series Title 
Dates of Series I . .  . . . . . . .  F . -  

'.What is the function of the office in which this record series is created? 
These records accumulate as a result of administering a state-wide progfam of Personnel 
Administration and are created as a result (but not limited to): (1) Establishing and 
maintaining the official registers (2) 
(3) Maintain Xplicants- curr-ent availability sg.atu_s ( 4 )  Audit appointments for 
compliance with Merit System Rules and Regulations (5) 
personnel file (6) 
and.bpi&b v on reappointment or reinstatement (7) Audit departmental payrolls. 

Certification of applicants for appointment 

Maintain current employees 
Maintain inactive employees personnel file to determine rights 

~- y .  - 
1 - This file contains the following documents (include form numbers and titles, if 

and file arrangement ) . .~ 

(1) This file relates to maintaining current information on the name, address, and 
availability of each applicant. 

(2) Message to applicant forms, with reply. 
Letters from applicants. 
Letters from agencies. 

Filed in alphabetical order by Fiscal Year (3) 

. 



13. Is t h i s  t he  Record Copy of t h e  se r i e s?  

1 4 .  Is there  a duplication o f  t h i s  s'eries i n  another o f f i c e  o r  agency? 

15. Is the  information contained i r l  t h i s  series ever s q n a r i z e d  o r  published? 
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Attach copy of summary o r  publication. 

16. Does the  se r i e s  contain c l a s s i f i ed  information; requiring secur i ty  handling? 

17. Does t h e  se r i e s  i n i t i a t e ,  amend o r  terminate agency policies qd.procedures? 

18. Could the  function be p&formed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  series (or  major portion of it) regularly microfilmed? If yes ,  why? 
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Current information on applicants computer f i l e  
3 k3 

[ X I  [ 1 20.  Does the record s e r i e s  .provide data as input t o  an EDP f i l e ?  

k 1  
Input t o  applicants computer f i l e  

21. Does the  record se r i e s  contain documentation produced as EDP pr intout?  

22. Has the  Federal Government issued instruct ions governtng t h e  retention/dispo- . [ ] k 1 

23. W i l l  there  be a need f o r  ' these rec0r .d~ 10,- -15 years from now? I f  yes;-what? 

~ - _  ~- . .  - .  - s i t i o n  of these f i l e s ?  . .  
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years : . . 24. REQUIREMENTS. The following ,requires the f i l e s  l o  be k e p t  ~ 5 .~ 

. - -. . .  . . .~ . - 
a. [ ]STATE b.[]STATUI'E OF . :F;[]AUDIT d.'[]FEDERAL-- ' e .  brlADMfNR3TGTIE- f.-[]H'fSTB-f&CAL 

LAW LIMITATION PERIOD L A W  D E C I S I O N  VALUE 
(Cite Law, Statute ,  or other reason for  the retention requirement) 

HEW audited i n  1968 and recommended tha t  a l l  correspondance concerning applicants ava i l ab i l i i  
be retained for the  HEW audi t  period (current ly  defined a s  maximum of 5 years).  

- - - ~  _~._____.__I_ 

25. AGENCY R€COMMENDATIONS. T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut of f  at the  end 
of each -[]CALENDAR YEAR -k]FISCAL Y E P  -[]OTHER- , then  : 

[ ] Hold i n  the  current f i l es  area % month(s)/ y e a r ( s ) :  
['I Transfer t o  S ta t e  Records Center [, ] Local Holding Area; hold 5 y e a r ( s ) :  

[ 3 Transfer t o  State  Archives f o r  permanent re tent ion.  '-.:: 
[ ] Destroy immediately after cut-off. 
[ ] Other: (Specify) 
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[ X I  Destroy. . .  
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(Indicate b r i e f l y  rationale for  recornendations above/or w d t e  addi t ional  remarks) : 


